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(ATTN: [ 



Memorandum from Chief, Management Staff, 
Same Subject 


1. Funds can be made available to 
the Office of Logistics for the payment of incentive awards to 
employees by instructing the manager of the depot to include, as 

a separate item, the estimated amount of incentive awards that will 
be paid during the quarter in the regular 1000 voucher which he 
submits to headquarters at the beginning of each quarter requesting 
an advance of funds in the amount of the estimated operating ex- 
penses of the depot for the quarter. The Management Staff should 
place a limitation on the amount of funds that can be requested for 
any one quarter or fiscal year inasmuch as this Staff is responsible) 
fear controlling the allotment for these expenditures. The expendi- 
tures made for Incentive awards should be reported in the same 
accounting made by the depot for their other operating expenses and 
should be classified as object class 13 . 

2. The funding of the Employee Suggestions Program far the 

| as described above should not be implemented until 


the Office of General Counsel approves the u se of Ag ency funds fo r 
the payment of incentive awards to the 


Advice of such approval should be made 


the Deputy Chief, Fiscal Division, O ffice of the Comptroller . 


Addressee 
Fiscal Division 


Budget Division 
(ATTN: I 
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to : Chief, Technical Accounting Staff 


DATE: 


from : Chief, Management Staff 


SUBJECT: Funding of Suggestion Award Program for 01/1 


25X1 


25X1 


25X1 


The Office o f Logistics propose s to establish a Suggestion Awards 
Program for their | 

Attached is a copy of the procedure proposed by OL with the con- 
currence and approval of the Chairman of the Agency's Suggestion Awards 
Committee, the Office of Security, and the Controller' s Office, This 
latter approval was obtained by telephone by| L Budget 

Officer for the Management Staff, and | l Executive 

Secretary of the Suggestion Awards Committee, from I 

Deputy Chief of the Fisc al Division, on 2 October 1735^ — This has 

also been discussed with I |of your Staff, 

Mhen this procedure was submitted by OL to the I 

the Chief of that field installation concurred except for the pro- 

visions pertaining to funding and submitted a counterproposal as set 
forth in Paragraph 2 of his memorandum of 26 October 1956 attached. 

This ^change proposed by | |is satisfactory to OL and Manage- 
ment Staff, provided it meets witn your ap proval. Plea s e frevi ew this 
Tile and let me know whether you concur in proposed change. 

If not, please indicate how we may arrange funding m a manner that 
™-Tl satisfy your requirements. Because of the small number of 
employees who^wLll be eligible to submit suggestions we expect 

no more thar\£M30 will be required to pay all awards approved during 
any one fisc^Oyear. Controls will be maintained in Management Staff 
and OL quarterly reports including number and amounts of 

award^paid. 

- Your cooperation in working out a feasible method of funding is 
greatly appreciated. 
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Advised 


of the above by phone, 2 October 1956. 


cc: 

Chief, Supply Division 
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mDR&BTOM FORg Chief, 

Chief, 

Chief, Supply Division, OL 

SUBJECT? Rsaploys© Suggestion Program 


1. G EM«L 

®*is ssssaorandtsi prescribes policy, procedures ; , and responsibilities la 

ths administration of ©a Employe® Sugspstion Program. 

2 » POLICY 

a. “Phis Of fie© ©acorn's^© esaplcye© participation in the Employe® Sug- 
gestion Program and provides nmnstmj" E&mrSB ia recognition of 
approved suggestions far io&rmmg&®& a in the fields of efficiency, 
inventions, security, working conditions, safety, morale, ®ad pr©° 
eedures. E?o &w®r& say fee tessvgr, to any ©sagloye© for a sug- 

gestion which represent© a part ef the a©rsaX rsquls&s&Bfes e£ the 
dxiti©s of Ms position o 

b* All employes® except those serving ©a the Awards Cosasfttae shall be 
eligible to receive sssards uniar the Employee Suggestion Program,, 

c. Easployaeo serving on the km rds Committee Mil submit suggestions 
to the Chief of the fei^Bhouse for sutaissioa to the Chief, Supply 
Division- 

d. Security considerations dictate limits to overt foras of ree®gnl“> 

tion; consequently, swords Mil fee granted in a consistent 

with norsal security ©ad cover considerations „ 

3° tioaBERiBr mmm 

a- Sy law, monetary awards generally asiy sot exceed $5,Q0O« Wi thin 
this lifflitatioa ess stary erasrds will be gssaatsd for tangible and 
intangible benefits- fSs® AttschESsto 1 asd 2 for us® @s © guide 
In determining the assist ©f an aseardo) 
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SUBJECT? Employe© S ugg estion Program 
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bo 


Meaetary amds sot exceeding i 
tte Chief of the feretens© and 
Office concerned. Awards ia ©2 



approvals by tie CMef qg tbs ffaraho aso asl Chief, Supply Division, 
©e£ eoaeurrasae© by the Office cm®wd. 


Co W,*aa e@8ifeM desirsfol©, a Certificate ©f Appreciation, signed by 
^&®| | Regional Director, assy be issued with awrdi & of $100 ©r m. 

do 1£ @a ©a^loyae sataits a suggestion tsshieh is considered to hav© 
applicability t© otter depart sas&s of tte Gover mssat , m inter- 
depart matal @®@s?& s®y he granted based upon tte adoption of its 
us© by otter GoverssgieKfe dspartsssato . £s©e paragraph 5&(5}y 


$»o®msr RBcoransxos 


Itecogaition ia the fora of a letter of appreciation for tappswaBSjats 
outlined 2a 2a saay be granted by the Awards Coaaaitte© tster® cires»» 
stances as?© warranted, and this type of raeogaitien is dstsraicM to 
b© ^©ra appropriate than a isoaatary ©ssardL 


5. HBKBSIBXimiS 



(l) tte aasinistratioa of all functions ©f the Employe© Suggestion 
Program 


(2) apipoiatiEg as Awards Ce®a£tts® t© consist of not less ttw&a 
tteesi (3) eapleyQ©s , @11 @g «sst b© boas." fid® Agency 
. _a^l€$©©§^ 


(fe) saiatalaiag ©demote recerde for the program 

(5) forwarding to tte Chief, Supply Division, for consideration, 
t&OM suggestion utaieh have has© adopted locally msA mm 
tel2©u©d to be applicable for adoption ia otter activities j 


2 

SBCS® 
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SUBJECT? Eaplo^se Suggestion Psoras 


(6) safeguarding all security and cover aspects involved to tfea 
Employee Suggestion Program. 


b. Tbs AvaMs Coffla&ttee shall b@ responsible for? ' 

(l) assisting the Chairman to the administration of th® , Employee 
Suggestion Program by conducting prompt, thorough, 
objective evaluations, submitting raccmmazi^&tlom for the 
adoption and/or rejection of suggestions ; 


(2) providing for adequate documentation of ©valuations to support 
rsccffissatetioas and decisions. ----•— 


F&ymant for 
able basis 


Mil b© aeeoapiiafoM 
so the 


ia the Eaploys© Suggestion Progress Mil fee formsded 


(on an 

MSaqu&rtera Incentive 
Jeovejfiag coats involved 
to this office for 


ILLE( 

2 
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7. REPOK03 


a« Rs ports on the feployso Suggestion Program Mil to© sufesaitt©d to 

this office ia duplicate ©a soon m passible after tbs close of each 
quarter. Report® Mil provide for tbs following information? 
fluster of suggestions 3ub§iltt@S, adopted, disapproved, and to pro** 
cess at end of tbs quarter; ausSjer and asaooat of aw% granted 
for tangible and. intangible saving®; and the ©attested first year 
saving© frea the adopted sisggestioas . 


The information 


requi red to 
use of 


a 


Register®. (Sse Attaehoaat 3 3 * 
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SCALB CP CASS A*2iftB08 


lo FOR TMGSBLE BEUFSSSr* 


i 

Savings 

$ 1. CO to $ 200.00 

201.00 to 1,000.00 

Cash Atsard 

$10.00 

$10.00 fox* 1st $200 in savings ; 
$5*00 for each additional $100 or 
fraction thereof. 

f 

i 

\ 

1,001.00 to 10,000.00 

$50.00 for 1st $1,000 ia savings; 
$5.00 for each additional $200 or 
fraction thereof . 

l 

r 

\. 

k 

l 

10,001.00 to 100,000.00 

$275 for 1st $10,000 in savings ; 
$5°G0 for each additional $1,000 or 
fraction ttereof * 

■ ■ 

i 

i 

i- 

100.001.00 of store 

$725 for 1st $100,000 ia savings; 
$5.00 for each additional $5,000 or 
fraction thereof. 


®B0®2s This asasrnt of cash cmzrd. ©ball nermlly ba based ea, btxt not 
EMScesssrily liialted to, the estisss&todl savings for the first 
fbll year of operation following its adoption. 


SBCRlf 
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SCALE OF CASH AWARDS 
FOR IKSftKGXBLE BIHIffi; 

Esrfesnt of Application 




icaaal 


$ / io~ 25 

$ 25- 50 

J mxem&a 

$ 50- 75 

50-100 

100-150 

150- 200 

150-250 

250-350 

350- 450 

300-500 

500-700 

700-1000 


50 „ 75 $ 75 . 15 o $ 150 - 250 


700-1000 1000-1500 1500-5000 


!rae aoeve eh&rfc &a& fo 
listed ia tte c# Xaeeati^© 

Service CoMlssloia* 


S x^eeafely p ub ** 

"» @a issuance of tbs U. S. Civil 


DEGRESS OF BENEFIT 


MiaMf Esj&ificatioa of aa operating principle 


£***1* J *r-k *i ft j 


scientific knosrlodge. 


BKgMS > Off APFLICATlQif 

Litait©4 Application - Affects tbs 


work areas or lssasdluto 


nslics® 


Affects Ts&sp® than 
associates but is 
facility, or is is 
in the locality. 


tee Issaediate work area or 
witMa ea installation or 
t the public interest only 


J021-2 
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(continues) 


Brton&ad Application - Applicable to several installations or facilities, 

or is in the public interest in several localities 
or in a region. 

^PpTie atioa. - Applicable to many installation© or facilities, 
or is in the public interest in several regions* 
May ba applicable to all of a snail independent 
agency or to an entire large bureau or constituent 

agency. 

Ap plicatio n *» Applicable throughout several large bureaus or 
independent agencies or a large Department or 
several Departments, or is in the public interest 
throughout the Satioa or beyond. 


It is toII to note that because of tlis nature of intangible be oa f its 
o guide can be so conclusive as to mate the determination of atmroorlate’ 




“X * T' < *JM * * 




arrived at by the application of your informed judgment, ■which 
should consider all influencing factors . 
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